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 Creating the Contract Master List 
 

This section will explain how to create a Contractor Master list located in the Reference 

Tables (Daily Work Reports +) section. This includes the Contractor’s supervisor staff, 

personnel and equipment, and INDOT staff members.  

 

NOTE: The PE/ S will create the Master list for the Construction Inspector to view. The 

PE/S will modify the Contractor Vender list prior to Inspectors pipelining down 

contract data. 
 

 

 

 

 

 

 

 

 

On the Main Panel screen, “Double-click” on Daily Work Reports (+). 
 

 

 

 

 

 

 

 

 

 

 

 

“Double-click” on Reference Table (DWR +). 

 

 

 

 

 

 

 

 “Double-click” on Contractor Master List. 
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The Select Contract Vendor window appears. 

The Bottom Panel contains the following columns: 

• Contract ID: the Contract ID is the identification number assigned to the contract.  

• Vendor ID: the Vendor ID is the INDOT assigned identification number for the 

Prime Contractor. 

• Fed State Proj Nbr: the Fed State Proj Nbr is the unique identifier for the project. 

• Status: the Status column indicates current status of the project, Active, Pending, 

Complete, or Archived. 

• County: the County column shows the County where the majority of the work is 

located. 

• Lvl 2: The Lvl 2 column indicates the District office administering the contract. 

• Lvl 3: The Lvl 3 column is not utilized by INDOT. 

• Lvl 4: The Lvl 4 column is not utilized by INDOT. 

• Location Description 1: the Location Description 1 column contains the 

description of the actual limits of the contract. 

 

“Double-click” on the appropriate contract. 
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“Double-click” on the appropriate Vendor. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

The Contract Equipment Master List appears containing the following information: 

In the upper panel; 

• Contract ID: Contract ID is the identification number assigned to the contract.  

• Vendor ID: Vendor ID is the INDOT supplied identification and name for the 

Vendor. 

At the top of the Contract Master List panel appear four buttons for: 

• Equipment: displays a list of equipment available for use by the Vendor. 

• Personnel: displays a list of Non-Supervisory personnel available for use by the 

Vendor. 

• Supervisors: displays a list of Supervisory Personnel available for use by the 

Vendor. 

Staff Member: not utilized by INDOT 
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When first opened the Equipment Button will have been automatically selected. 

“Click” on the appropriate Equipment Description in the Vendor Master List.  

“Click” the Add button located between the two panels.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This process will move the pieces of equipment to the Contract Vendor List. Repeat 

this process until all appropriate equipment has been added to the Contract Vendor List.  

The ADD ALL button located between the two panels adds every single equipment item 

into the Contract Vendor List. 
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Remove a piece of equipment in the Contract Vendor List by “clicking” on the 

appropriate Equipment Description in the Contract Vendor List and “clicking” the 

Remove button.   

The Equipment Description selected will be returned to the Vendor Master List box. 

REM ALL- The remove all button located between the two panels removes every single 

equipment item from the Contract Vendor List. 

 

 

 

 

 

 

 

 

 

 

 

 

 

After all of the appropriate pieces of equipment are selected and added to the Contract 

Vendor List, “click” the Save  button.  

NOTE:  Removing the check from the Active check box beside an item will inactivate 

that item in the DWR. This can be done by scrolling to the right on the 

Contract Vendor List. 
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“Click” on the Personnel button to modify the Contract Vendor List’s personnel 

“Click” on the appropriate Personnel Names in the Vendor Master List.  

“Click” the Add button located between the two panels.    

 

 

 

 

 

 

 

 

 

 

 

 

 

The ADD ALL button located between the two panels adds every single Personnel 

Name into the Contract Vendor List 

Remove a Personnel Name in the Contract Vendor List by “clicking” on the 

appropriate Personnel Name in the Contract Vendor List and “clicking” the Remove 

button.   

The Personnel Name selected will be returned to the Vendor Master List box. 

REM ALL- The remove all button located between the two panels removes every single 

Personnel Name from the Contract Vendor List. 
 

After all of the appropriate Personnel Names are selected and added to the Contract 

Vender List, “click” the Save  button.  
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NOTE:  Removing the check from the Active check box beside a Personnel Name will 

inactivate that item in the DWR. This can be done by scrolling to the right on 

either the Vendor Master List panel or Contract Vendor List panel. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Click” on the Supervisor button to modify the Contract Vendor List’s personnel 

“Click” on the appropriate Supervisor Names in the Vendor Master List.  

“Click” the Add button located between the two panels.  
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The ADD ALL button located between the two panels adds every single Supervisor 

Name into the Contract Vendor List. 

Remove a Supervisor Name in the Contract Vendor List by “clicking” on the 

appropriate Supervisor Name in the Contract Vendor List and “clicking” the Remove 

button.   

The Supervisor Name selected will be returned to the Vendor Master List box. 

REM ALL- The remove all button located between the two panels removes every single 

Supervisor Name from the Contract Vendor List. 

After all of the appropriate Supervisor Names are selected and added to the Contract 

Vender List.  

 

NOTE:  Removing the check from the Active check box beside a Supervisor Name will 

inactivate that item in the DWR. This can be done by scrolling to the right on 

either the Vendor Master List panel or Contract Vendor List panel. 

 

“Click” the Save  button.  

Only those selections made will now appear in the drop down boxes in the Contractors, 

Contractors Equipment and Daily Staff tabs in the Daily Work Reports section of 

SiteManager.  

 

“Click” the Close  button located on the toolbar. 
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Creating the Contract Master List 
 

 

Exercise B-9-2-T Group Exercise 
 

Log into SiteManager as d90afaul 

Password:      pass 

 

Navigate from Main Panel: 

“Double-Click” on Daily Work Reports 

“Double-Click” on Reference Tables (DWR+) 

“Double-Click” on Contract Master List 

“Double-Click” on Contract ID: R-90004 

“Double-Click” on Vendor: GRINDING TEETH MILLERS 

 

Equipment  

 

“Click” on AC100 Air Compressor 

“Click” on Add button 

“Click on BH100 Backhoe 

“Click” on Add button 

“Click” on Save located on the Toolbar 

 

Personnel 

 

“Click” on Personnel 

“Click” on Carpenter 

“Click” on Add 

“Click” on Laborer 

“Click” on Add 

“Click” on Save located on the Toolbar 

 

Supervisor 

 

“Click” on Supervisor 

“Click” on Add All 

“Click” on Save located on the Toolbar 

 

 “Click” on Close located on the Toolbar 

 


